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Chapter 3

Local National Request for Personnel Action

Chapter Overview

Introduction This chapter describes the Local National (LN) Request for Personnel Action
(RPA) and the taskflow buttons to access unique LN Descriptive Data Fields

(DDF)s.
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Chapter Overview, Continued

Bef(.)re You e The LN RPA process is the same as the Appropriated Fund RPA,
Begin except:

Some of the data fields are grayed out and the information must be
input through the Extra Information Taskflow Button DDFs, i.e.
Awards, Separations, etc.

The SSAN is not auto-populated on page 1 of the RPA. The
SSAN is input by selecting the Extra Information Taskflow
Button. Select the Local National Unique Data 7ype. Click the
Details area and input the SSAN in the Employee ID Number data
field.

There are unique NOAs for each country. Those prefixed with an
“X” must only be used with a correction action.

There are only two Authority Codes on LN actions, which may be
optional for your country.

To update HR, you must de-select the printer to receive LN
forms.

Extra Information Taskflow Button contains most of the
necessary employee information in the DDFs.

Special Information (SITs) Taskflow Button contain multiple
occurrence fields, i.e., training, appraisals, language, etc.

Italy and Germany users must refresh the RPA (use the Refresh
Button at the top of the RPA) prior to update to invoke salary
computations.

Note: Just as with the Appropriated Fund actions, the <Person>, <Position>,
and <Others> Taskflow Buttons are used only to view information. You
cannot update this information through the RPA. Most updates must be
processed separately on the Position or People Windows.

Completing a Follow the process for completing an RPA as described in Module 3,

Request for Processing Requests for Personnel Actions Using the Modern DCPDS,
gersonnel Chapter 1, Processing a Request for Personnel Action.
ction
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LN RPA

February 4, 2002

This section illustrates the LN RPA using an Appointment Action.

Purpose
LN Request for The Request for Personnel Action - Page 1 of 4:
Personnel
ACtion Window E= Request for Personnel Action [LN Appeintment, Routing Group: CIVDODHR)
e Status - R
Change Fum‘ily{ Refresh | i_F:l::i Page 1 of 4
i PART A - Requesting Office
1 Achions Beguested 2 Raguest Mumbear
im Appointment |
3 For Additional Infarmation Call (Full Marme Telephone Mumber 4Prop. Eff Date  ASAF
!—L’— I—p— !—; -
5 Action Requestad By (Full Name) Title Fequesi Date
I |
B Action Authorized By [Full Name) Title Concurrence Date
~ PART B - For Preparation of SF 50 .
X 1 Lasi Mame First Marne Middla Name
SSAN is ]
blanked out. 2 Sorial Security Nurbar 3 Diate of Bith 4 Effective Date .
isomored i) MMM |
the Employee ~— FIRST ACTION SECOND ACTION
ID Nbr on the 54 Code 5B Nature of Action 5-4Code BB Nature of Action
Extra
mation= e e e
LN Unique i - ’
. SECode  5F Lecgal Autharity 6F Coda  BF Legsl Authori
Data Window: B B wo

i |

History | Extra Information |

Person t Puosition E Others,.. I

Iril!

a
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LN RPA, Continued

LN Request for The Request for Personnel Action - Page 2 of 4:
Personnel
Action Window
(Cont)

LN Request for The Request for Personnel Action - Page 3 of 4:
Personnel

Action Window £ * (LK Appriniment, Routing Grous
(Cont) T, g

Continued on next page
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LN RPA, Continued

LN Request for The Request for Personnel Action - Page 4 of 4:
Personnel
Action Window
(Cont)

Continued on next page
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LN RPA, Continued

Taskflow There are five Taskflow Buttons at the bottom of the LN RPA: History,
Buttons Extra Information, Person, Position, and Others. They work the same as
those on the Appropriated Fund RPA.

X Request for Personnal Action (LM Appointment, Routing Group-CIVDODHR)

BITAT st Pt iy | <Prev| page 1 of 4

I PART A - Requesting Office

1 Actions Bequested 2 Reguast Mumbear
iLN Appointment |

3 For Additional Information Call (Full Name) Telaphone MNumber 4Prop Eff Date  ASAF
i i | r

5 Action Requested By (Full Name) Title Fequest Dete
I |

B Action Authorized By (Fult Mame) Title Concurrence Cate

== PART B - For Preparation of SF 50 -
1 LastMName First Mame Middle Name

2 Social Eal:ui Murmber 3 Date of Bitth 4 Effective Date ks
r— FIRST ACTION SECOND ACTION

54 Code  5-B Nature of Action A Code 6B Natre of Action

5C Coda 5D Leqgal Authority 6-CCoda 6D

e B
&-E Coda B-F Legal Authari
[ BT T

—> Histary 1 Extra Information ] Person E Position E Others... ’

SE Code  5F Leqgal Authoriny

a Iri:

Continued on next page
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LN RPA, Continued

History <History>: Use the scroll bar at the bottom of the window to scroll to the
Taskflow right to view additional information on the LN RPA.
Button - : e . :

~— Action Histol
o Approved L Initiator AuhTizer Approvar

User Meme Full User Mame  Action Taken Approved | Requestar F’Bl'!30|1F|1!|i31| Feviewer
;lm Armenio, RosaridNOT_ROUTED

r
-
-
-
-
-
r
{Ed
r
r

T A TE TR TR T TR |
T T s o TR ks A ok T XL
b e e e S e e e S

"
r
-
=
-
-
¢
r
-
B

21 e o e e S o e
T T Shooh T Tk 5l ok ak F
T T T TETE TR )

Continued on next page
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LN RPA, Continued

History Taskflow Button (continued)

Extra There are 11 Extra Information 7ypes (DDFs) that are used by all countries.
Information There may be additional DDFs that are country unique.

Taskflow

Button

Type

’ = |Loecal National Unigue Data

US Gov Payroll Type

LM AF Unique Infarmation

LM Army Unique Information

LM Education Information for 1/5/7/9 NOAs
LM Global Information

LM Optional Information

LN Other Information

LN Pay and Hours Information

LM Security Information

Details [1

Example of For particular types of actions; e.g., Awards, Separations, etc., there are other
Award DDF DDFs to be completed.

B Extia PA Request Information (/Andividual Time-DfF Avward)

Type

Local National Unigue Data/
US Gov Payroll Type

——-* LM Award Information

Salary Award

Datails

1 (i

Continued on next page
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Accessing the Extra Information Appointment Types

Step Action
1 Place the Current Record Indicator next to Extra Information
Type. It will be highlighted. For example, the Local National
Unique Data Type.
2 Click in the Details area to display the Extra PA Request
Information Window.
4 Example: Local National Unique Data information that needs
input for the LN SSAN.
LN Edl g
SSAN -——} Employes |D Mumber 7 '_E
Fieport Mame (Japan)
NOA Cloartext |
PPCF (UK)

Type of Employmant Fram (Jepan)
Twpe of Employment To (Japan)
MNTE Dats

Clear | Cancel | 0K E

™

Note:
e The LN SSAN is entered into Employee ID Number.
e NOA Clea text is used by Japan only.
e NTE Date is used by Germany only.

Enter data, click <OK>, and <Save>.

Local Nationals: RPA

Continued on next page
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LN RPA, Continued

DDFs Used Use the above steps to access and input information in the required data

with Most LN fields. Examples of the remaining Extra Information Types follow.
Actions

¢ Examples:

US Gov Payroll Type:

iﬂ? Note: Use the LOV to populate the Payroll Type, by selecting the
appropriate pay cycle (monthly, biweekly, etc.).

Continued on next page
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LN RPA, Continued

DDFs Used with Most LN Actions (continued)

¢ Examples: (cont)

LN Army Unique Information:

i Extra PA Request Information HE=E
il 2
Miliary RecallStaws | =

Retiremant Plan (LK) :

Eligibility Dt LISAFE Pansion Schema (LK)
USAFE Pension Scheme Enroliment Code {UK)
Social Wallare Number (A7)

Meal and Transportation Subsidy (AZ)

Language Waner (A7) ¥ |
Clear cancel | ok}

LN Army Unique Information:

ma Extra PA Request Information

Emplayee Nams -ﬂ

Pay Pratection

Marital Siatus .

Tax Account Mumbear (laky)
Sponsar Type

Confract Mumber
Famiky Member Sietus
SPEF Calagory

Date Appraisal Due

Diate WBC Equipment Issued ._

Continued on next page
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LN RPA, Continued

DDFs Used with Most LN Actions (continued)

¢ Examples: (cont)

LN Education Info:

- T

Continued on next page
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LN RPA, Continued

DDFs Used with Most LN Actions (continued)

¢ Examples: (cont)

Optional Information:

= Extra PA Request Information

Fating of Recard I_ ﬂ

Diate Froby/Trial Period Begins
Date Prob/Trial Penod Ends
Spvrdgr Prob Completion
Date Spurtgr Prob Ends

Dt Trainee Fromaotion Expected
Date Suspension Owver 30 Days
Date Suspension Under 30 Days
Cansent D

Trainee Pramation iD
Cihzenship

Vaterans Praference

Veterans Praterence for RIF

Welarans Stalus
SCO Leave =
" [ ...... s
Clear [ Cancel 1 oK

LN Other Info:

Place of Birh =]

haiden Marme

Diate Sponsor Depars

IMAIL Mumber-T g ¥
] »[
Clear I Cancel | ! 0K i

Continued on next page
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DDFs Used with Most LN Actions (continued)

¢ Examples: (cont)

I/Z Note: Fill in the Weekly Hours data field on Appointment and Conversion
actions, so it will print on the RPA and NPA.

LN Pay & Hours Information:

i Eutra PA Reguest Information

Daewsioue [
DtLastEquivalentincrease |
Premium Pey Indicatar
art-Tirme Indicator
_4 ‘Weekhy Hours
Tantf Hours

Hours Yyorked Monthly
Hours Left To Worl

Salary Left To Eam

LN Eayrofl Murmber Mew
LM FPayroll Mumber Old

LN Security Information:

i Extia PA Fh-.'qul.-sl Information

w2
Sac Investigation Basis
Dt Sec Invest Complete
Citizenship Basis (MNaw)
Subject Catagary (M)
JACS Inclicator

Clear |

cancel |[ ok ]

|_[O]x

Local Nationals: RPA
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LN RPA, Continued

DDFs Used with Most LN Actions (continued)

¢ Examples: (cont)

LN Supplemental Pay:
j Extra PA Hequest Information o [m] 3
Exl 9
Type | d
Amount I

Percentage ..
Cear | cancat |[ ok |

i

i Note: This DDF allows input of more than one entry. After completing the
DDF, place the cursor on the next available line on the Extra PA Request
Information Window and click to add another supplement type.

LM Poy nnd Hours Information

LM Security Information

Details []

¢Example:

BR Ewtra PA Request Infosmation (Trudi. Diego Garcia/Exe Appt]

Type
2| ILN AF Unique Information

LN Army Unique Informotion

LN Education Informaotion for 1/5/7/9 NDAs

LM Global Information

LN Optional Information

LN Other Information

LM Pay and Hours Information

LN Security Information
Z.LN Supplemental Pay

—_
bt

Eaid]

Continued on next page
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Unique DDFs The following DDFs are unique to specified countries.

Country

DDF

Belgium

Additional Information:

Extra PA Request Information

Mecano Mumber I B _..‘.‘J

Bank Account Mumbxer '
Mumber of Children |

Spouse Dependancy ot

Cuba

Hire Status | 1=

1et Dependant Stalus [ ]

1st Dependent Date of Birth

2nd Dependant Status

2nd Dependent Date of Birth
Ird Dependeant Status

3rd Dependent Date of Birth

4th Dependeant Status

4th Dependent Date of Birth

5th Dependent Status

Sth Dependent Date of Birth =
Clear | Cancel | E oK I

Germany

Additional Information:

I Extra PA Request Information

a2

Wark Permit Expires _I
Residence Pemit Expires
Tax Class Coda T
Child Tax Exemptions/ODC Nr Children
BluspWhite Callar | .

Clear |  Cancel | ok |

Local Nationals: RPA

Continued on next page

Mod 10, Chap 3, page 16



February 4, 2002

LN RPA, Continued

Unique DDFs (continued)

Country DDF
Germany AF Other Information:
(Cont) B Extra PA Request Information

20C Persanal Mumber =
ADSHFiscal Station
AppropristionHaushalistie|
Bigason for Temporary Appointment
On-Call Dty
Warks Council Anea Coda
Cument Occupation Code
Apprentice Occupation Code
Current Job Occupatian Cerdificate _l-'—l

*

A
Clear | Cancel | E 0K |

Army Other Information:

Mumber of Children LI

Family Income
SCORIF
it Dradt Exemption

Draft Exemption Status =

Continued on next page

Local Nationals: RPA Mod 10, Chap 3, page 17



LN RPA, Continued

February 4, 2002

Unique DDFs (continued)

Country

DDF

Iceland

Additional Information:

i Extra PA Request Infomation

2

Employee Mame (Repors)
S5AN

Union Murmber

Tour of Dty

Bank Account Number
Mumber of Vacation Days
Wacation Code

Marital Status

Insurance Compary

I
Fension Fund
EIE!

Clear

Cancel

o]

Italy

Salary Information:

mm A Reguest Information
4 2

Contingenza Pey

Ird Element Pay
Saniority Pey

EDR

LS Forcas Differantial
Total Supplemental Fay

B3|

Cancel

_ O] x

’
j ok |

Korea

Forea Pay Group Mumber
Employee D

KSC Senal Mumber
Peymant-in-Kind

Conzolidated Allowance Peyment

Benefits Allowance

I Cancel

| _____(;K

Local Nationals: RPA
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LN RPA, Continued

Remaining
Taskflow
Buttons

LN NOA's

LN RPA
Navigation List

LN NOA
Families

<Person>: Only used for viewing the person data, cannot be updated on the
RPA. (See Chapter 4, Updating and Viewing LN Employee
Records in this module.)

<Position>: Only used for viewing position data. (See Chapter 1, Building
LN Positions in this module.)

<Others>: Not used on the RPA for LNs.

Most LN NOAs begin with a prefix of 1, 5, 7, 9, or X. The X-prefixed NOAs
are used only on correction actions.

RPA - Germany:

Enter Personnel Action Information =G

LN Appaointment

LN Award/Une-Time Payment

LM Cancellation/Comrection LK Extension of HNTE

Dol Correction Frocess LM Other Pay

LM Interngency Transter LM Realignment

= LN Change Actions 2] LN Reassignment

Chonge from AF to NAF LN Return to Dby
Chonge from NAF to AF LM Salary Chonge
Change in Organization LM Position Change
Change in Title LM Hon Pay/Non Duty Status
Change in Hours | LM Separation and Retirement
Change in Data Element i | *]

Chg in SCD
Chg in Work Schedule

! " ; A
e P T B o o |

Name Change K Cl

LN Conversion to Appointment j

The LN NOA Families are listed below in the order as displayed on the RPA
Navigation List. Germany RPAs are used only for an example. These
families are the same as those used by other countries.

/.
l Note: The X prefixed NOAs are not used with these actions. They are used

only on correction actions.

Continued on next page
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Time Payment

/.
ifZNote: When

selecting one of these
actions, you must
complete the LN
Award Info DDF.

NOA Families NOAs
LN Appointment
171A Tamporary Appaitmant
178 Temporan Sppt MTE
LN Award/One- i Matee ol et

40" ean Service Award

B0 Indreictual Cash Bwerd

B414, Group Cash Award

B2 Inckvichiesl Sungestion/Imeention Awsid
B34 Ginoup Suggestion I maantion Awand

B4R Imucteeicieesd oo DIF Aweard

B4GE Perfomance dward

BATA Ginoip Tome-0IF tvaed

[<B0Z Indirvidual Cash bward - B404

[E02 Group Cazh fAwaed - BATA

(B0 Imidrvuchuen! Suggeshomlnweniion Swand - BA2A
[HE05 Giroup Suggestaninvertion dward - BA3A
[<E0E Imcltvuctuea! Tame-OiF dwvaed - BAEA

pE0T Peifomance Awad - BIEE

(B8 Group Tame-OIF Award - BATA

(494 25 'Year Service Award - 5933

A0 ear Service dvward - 5335

DoD Correction See last entry on this list of NOA Families
Process
LN Change
Actions:
Change from
AF To NAF
(LN)
Change from I
NAF to AF
(LN)
Change in
Organization i DNyl N e/
2903 Change in Digarization Name
2038 Chg mn Onganeational Designalion
[0z Chy i Diganizational Designaticn - 3006
918 Chamge in Diganizahion N ame - 0803
E3g Change in Deganization NameCode - 1303
(1942 Change in Digarizahion Mame - 5303
Change in Title

Change in Tils - 1300 o

Local Nationals: RPA

Continued on next page
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LN RPA, Continued

LN NOA Families (continued)

NOA Families NOAs
Change in
Hours i
T2 Ch v Howrs:
761 Cha n Hours - 7824
i e Chamge in Workhours - 9758
[HE28 Chaange Inwiadehaurs - 0575
Change in Data
Element
Change in
Duty Station
Change in Psn
Number
Change in SCD
Change in Work | o Faluie of Ackon
Schedule 750 g Wik Schaduie - 7814
Name Change
. Mame Change
Ja0c Change in Mame
peTST Mame Charge from - TElA
b TSR Mare Charnge - TEOE
[4754 Change in Mame - FEIC
LN Conversion e
to Appointment

Continued on next page
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NOA Families

LN Extension of
NTE

Z."i. |.|' Gl - od MIE
Ext of Temporary Appl NTE

Ext of Temp Appt

Extersion of Temp Pramohon

Ext of Tewnp Change bo Highet Grads
Extention of Tamp Promotion NTE

Ext of LwiOP

Extersion of Prolonged Absence Witheut Pay

Estenition of Prolonged Absence wilhawt Pay NTE
Extention of Reazsgnmeant NTE
Extenzion of Temporay Feazsgament
Extension of Temparaty Reasugnment HTE

Estersicn of Temp Change i Inustiisl Cateqory N TE

Extengion of Tamp Charge in Taiiff NTE

Estencion of Temp Change in Industrial Cafegory NTE B w1

Extersion of Temp Change n Tarit HTE -S2TA
Exterision of Probalionasy Pernd NTE -BIER
Ext of Temp Chy i [ndustial Calegoey - BIE5

Ext of Temp Change in Taeff - 5521

Local Nationals: RPA

Continued on next page
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LN RPA, Continued

LN NOA Families (continued)

NOA Families NOAs
Other Pay

Continued on next page
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LN NOA Families (continued)

NOA Families

NOAs

Realignment

Reassignment

Charge to Differant B'WT
Teansies fram |HA and Chg ta Ditferent BT

Hem‘mtr! NTE
sminalicn of Reastigneet NTE

Endn‘ Tmpua?wm

Asaszgrment NTE

Reassignment - 721
'llemlarfrmlH.hu'lﬂPmmEl'mt 210

Teansder from |HA

= mn&%mwm

Tlemletmdl:hml mm

73
Teansler fram |HA and Chg ba Diffarent B\WT - 721

End of Tempo, Prurdnn Fi3H
cassignmert N

TaF

Return to Duty

RTD

Fatur o Diuty
Fleten 1o Pay Stahus
Flacement in Pay Stalus - 2804
RO - 2524
Fiatu to Duty - 238

Rletuen io Pay Stabhus - 2934

&)

Local Nationals: RPA

Continued on next page

Mod 10, Chap 3, page 24



LN RPA, Continued

February 4, 2002

LN NOA Families (continued)

NOA Families

NOAs

Salary Change

Changs To Higher [irade
Temp Change To Higher Grade WTE ____

Tamporary n Tarff NTE - 9g0B
Temp ﬁwgiqnlm Caegoy HTE -S04

ading -
Temp Change In Tait - 0980
Quarters Assignment - (HEE
Quarters T enmination - (983
EMFMDWHM - 0534

Position Change

Non Pay/Non Duty
Status

Local Nationals: RPA

Continued on next page
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LN NOA Families (continued)

NOA Families

NOAs

Separation and
Retirement

S2E:

Tem of E| mdah:g Regirament

Hwﬂnr"gfﬂ.:m

Tmn‘!mﬁ-ﬁwﬂm
Resignation

DoD Correction
Process

Mass Trandler - 1324
Transfer - 1328
Pemmanert

Ese Appt - 1708
Fiastoration « 1?02

Agpoinimerk - 1

Tmeﬁmﬁm

Tlmﬂu[ﬁm'g]uﬂﬁm -1l

Tianheder [Gating) 2nd Rasssigrenant - 1700

Tlmﬂu[ﬁll’u]mdﬂumhlmﬂudl 170K,

Teanster |Garmng] and Change to Different BwWT - 170L

Trareder [Ganing] iram [HA, 2nd Preenation - 170H

Taztieder [Gaining) from [HA 2nd Raassigrmend - 1700

Tranzher [Garmg] from IHS and Change bo Lowser Grade - 170°

Transter [Ganmg] from IHA and Change to Differant BwT - 1700

Trarveder [Garing) fiom MLE and Preenation - 1705

Tazeieder [Ganing] from ML 2nd Rleassigreert - 1707

Tranvsder [Ganing] from MLE and Change to Lower Giade - 1700

leﬂw[ﬁawﬂlmhltwﬂﬂuﬂ:hﬂﬁmm -1
iy Appainiment - 171

'!'m'puray.ﬁ.pptHFE I?“IB

Temporany Appt - et of Incumbent - 1710

Exc Appt NTE =110

Exc Appk 'wTD -1THE

Appointmert Mot to ExcaedNTE] __ -1TIF

LﬂdﬂdTﬂthﬂcrhthdhnEmgTE! 171G

Seasonal Apporkment Mot to ExcendMTE] 1?1H

Special Pemanent Appointmart Mot to Exceed [NTE] - 171

S pecial Sanior Appeirtment Not bn Excesd [NTE] THE

Hourly Faid Tempaoraw [HFT] - 1711

Alensistement - 170w

Placement in P Status - 2808

Local Nationals: RPA
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LN RPA, Continued

LN NOA Families (continued)

NOA Families NOAs

DoD Correction
Process (Cont)

Continued on next page
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LN RPA, Continued

LN NOA Families, (continued)

NOA Families NOAs

DoD Correction
Process (Cont)

Continued on next page
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LN RPA, Continued

LN NOA Families (continued)

NOA Families NOAs

DoD Correction
Process (Cont)

Continued on next page
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LN RPA, Continued

LN NOA Families (continued)

NOA Families NOAs

DoD Correction
Process (Cont)

Continued on next page
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LN Forms The following forms are used for LNs processing.
Country Forms
Belgium SF 52
Germany AE690-60B — Notification of Employment

Status Army

AF Form 825 - Notification of Personnel
Action Air Force (Non-US)

AE690-60A - RPA Army
USAFE Form 52 - RPA Non-US Air Force

specifically identified above)

Italy SF 50 (Italian Version)
SF 52 (Italian Version)
Japan USFJ Form 11
USFJ Form 30EJ
Korea SF 50 (Korean Version)
SF 52 (Korean Version)
Generic —(All other SF 50
countries that are not SF 52

Local Nationals: RPA

Mod 10, Chap 3, page 31
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